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Tennis Shropshire Support Officer
(Secretary, Administrator and Social Media Co-ordinator)

Role Description

Background

Founded in 1905, Tennis Shropshire became a registered charity in 2020. It is affiliated to the Lawn Tennis Association and its members are the LTA affiliated clubs in Shropshire. It is entirely volunteer run and is overseen by the Tennis Shropshire Trustees, each of whom are appointed by the members at the organisation's AGM.

Tennis Shropshire re on a mission to make tennis in Shropshire enjoyable, accessible, welcoming and safe – and to get everyone playing better tennis across the wider community, regardless of (dis)ability, age experience or background “Tennis for Everyone”.  


Overview of the Role

The Support Officer ensures the effective organisation and administration of Tennis Shropshire and manages its social media.  The role includes organisation and accurate recording of the Tennis Shropshire Trustees and Operations Meetings, maintenance of documentation that supports the governance of Tennis Shropshire, act as the first point of contact for any enquiries into Tennis Shropshire and the management and maintenance of the Tennis Shropshire Social Media platforms.  


What you will be doing

The role’s responsibilities will include the following: 

· Arrange the Tennis Shropshire Trustee and Operational Meetings in conjunction with the Tennis Shropshire Chairperson.
· Arrange the Tennis Shropshire Annual General Meeting (AGM) in conjunction with the Tennis Shropshire Chairperson.
· In consultation with the Tennis Shropshire Chairperson support the various meetings by organising meeting logistics and refreshments (if needed), requesting papers / reports, developing agendas, sharing the agenda/papers, taking minutes and keeping the action log updated, and producing and circulating accurate minutes and action logs from the meeting. 
· Managing and maintaining the official documents and official records for Tennis Shropshire (including the Conflicts of Interest and Risk Registers)
· Manage and maintain the Tennis Shropshire Policies register and work with authors to ensure policies are kept up to date. 
· Maintain the Trustee record of training log
· Working with the chairperson to manage all enquiries and correspondence (via email, phone or post).
· Act as the first point of contact for Tennis Shropshire on social media.
· Manage and maintain the various contact details and mailing lists utilised (via Salesforce)
· Circulate information in a variety of formats to various Tennis Shropshire stakeholders (Trustees, Committee Members, Tennis Clubs, LTA…etc)
· In conjunction with the Tennis Shropshire Communication Lead manage and maintain the Tennis Shropshire Social Media platforms (website, Facebook and Instagram).  This includes: 
· Posting agreed articles and updates on the Tennis Shropshire social media platforms 
· Monitoring and managing the social media platforms for abuse or negative comments
· Using Canva to develop communication and marketing material in line with the brand.
· Receiving enquiries or questions from social media accounts and directing them to the relevant person.
· Implementing the LTA and Tennis Shropshire social media guidance.
· Updating the website and ensuring it is up to date and meets the Tennis Shropshire governance requirements. 
· Use the social media platforms to promote Tennis Shropshire and its objectives. 
· In conjunction with the Tennis Shropshire Chairperson support the management of the annual Tennis Awards.
· The opportunity to take part in other Tennis Shropshire activities. 


Skills and experiences needed for the role

· Effective organisation, communication (verbal and written), IT and presentation skills.
· Knowledge of social media platforms and how to use them.
· An ability to work on their own initiative and as part of a team. 
· Reliable and trustworthy.
· Able to demonstrate an understanding of equity, diversity, safeguarding and their practical application to this role.
· Knowledge of tennis is desirable but not essential.


Training and support available

· Training and support will be provided before starting in this role and ongoing.  
· Completion of the LTA Safeguarding Training and Equity, Diversity and Inclusion courses will be required. 
· Additional training and support will be available depending on the needs of the individual. 


Time commitment

· Time commitment will vary dependent upon tasks but on average this will be around 2 hours per week plus meetings once a month.
· You will be required to attend all Operational Meetings, Trustee Meetings and the AGM.


Further Information

· This role does not require a DBS check
· This role will be mostly carried out from home but travel to various meeting will be necessary as well as to specific visits and events, mainly within the county of Shropshire. 
· There is an honorarium available for the successful applicant


For a discussion about the post please contact Mark Wilson on mark.tennis.shropshire@outlook.com
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